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Introduction

Purpose and This guide provides systematic, step-by-step instructions for using the tools available

Use of this in ART. The guide is for use by Civilian Personnel Advisory Center (CPAC) staff

Guide members, Civilian Personnel Operations Center (CPOC) staff members, managers,
supervisors, resource management officials, administrative officers, commanders,
and other designated users.

What are ART is an integrated, web-based package of applications and links providing access
Army to various automated tools needed to manage the Army civilian workforce.
Regional e ART has its own built-in applications to assist managers and other users in
Tools (ART)? managing the civilian workforce. These include tools to view employee,

position, and organizational data, tools to assist in requesting and tracking
personnel actions, and many others.

e The ART main menu also provides links to a number of centralized and
external civilian personnel management applications, including DCPDS, the
CSU Application, FASCLASS, and the SF50 History Database.

See the table below for a brief description of the current tools:

ART Main Menu Description
Selection
Centralized Links to FASCLASS and the SF50 History Database
Applications
Employee Data Provides access to data about employees and their position,
organization, and personnel actions.
Gatekeeper Automated checklist that prompts users to provide

information relevant to requested personnel actions. Specific
Gatekeeper Handbooks are available on the CHRMA
Homepage, under DCPDS, Army Regional Toolset (ART).

External Links to DCPDS and the CSU Application
Applications |l
Headquarters Headquarters Army Regional Tools -- ART tools that draw on

a combined database from all regions (for MACOMSs and
other HQ elements).

Helpdesk Non-Personneists! — Please do not use this tool, it is not
applicable to OCONUS

CPOC Personnelists and CPAC PSMs Only

(Separate guide is available on the CHRMA Intranet)

Inbox Statistics Il Provides information on timeliness of processing personnel
actions (formerly known as the Red-Amber-Green report).
This tool can provide consolidated information by region,
CPAC location, Command, Inbox Sub-Type, or Inbox Type. It
also provides access to individual RPAs.

My Stuff Personnelists Only.

NPA Tracker Tracks NPAs (SF50s) processed in DCPDS. Provides NPA
data, related information (e.g., position data), status, and
history.




Relationship
to DCPDS

ART Users

ART Main Menu

Selection

Description

OPF Tracker

Personnelists Only.

OPF Tracker is a link to the OPF Tracker application, which
is a tool, used by CPOC and CPAC staff to keep track of the
location of employee Official Personnel Folders (OPFs).

Organization
Structure

Provides information about organizations, i.e., number of
organizations, vacant and encumbered positions, etc.

Pay Data

Provides pay data information such as IVRS interface
problems, pay data rejects, pay data reverse interface
problems, and pay data transaction (W3L) reports (primarily
for CPOC users).

Pay Problems

This chapter is under development.

Phone and Email
List

Provides phone number(s) and email addresses of ART
users in the region. They can be searched by command,
user type, CPAC (installation), or name.

RPA Tracker Tracks RPAs processed in DCPDS. Provides RPA data,
related information (e.g., position data), status, and history.

Review and Provides management information such as supervisory

Analysis ratios, PATCO (professional, administrative, technical,
clerical, other) breakdowns, minority/non-minority and
male/female statistics, etc.

Suspenses Provides information about upcoming personnel action

suspenses such as expiring appointments, expiring
temporary promotions, within grade increases coming due,
efc.

DCPDS is the system of record for Army civilian personnel. Army Regional Tools
(ART) has a direct interface with DCPDS which provides both real-time information
and information that is refreshed during overnight updates, depending on the tool.
See the sections on specific tools to for more information.

Anyone who has access to DCPDS and CSU can get access to ART. As with
DCPDS, different users have access to different tools within ART and to different
sets of records. Supervisors and managers will have access to information for their
subordinate employees only. CPAC personnel can only access information relevant
to serviced activities at their installation. ART is a web-based program; therefore,
users need a browser to access ART.

The Information Systems Division of each CPOC controls the levels of user access.
The following is indicative of typical user access:
e CPOC and CPAC Personnelists in all functional areas.
e Managers and supervisors who initiate RPAs and require access to
information pertaining to personnel actions, processing times, tracking of

RPAs, etc.

¢ Resource management personnel who are involved in the RPA process.

¢ Administrative personnel and personnel liaisons who need access to RPA
information in order to perform their jobs or who provide personnel related-
information to managers and supervisors.




Non-Personnelists users should contact their servicing CPAC. Personnelists should
contact the CPOC HRMIS representative if assistance is needed. You may also
send an email, please see ‘Frequently Asked Questions (FAQs) on page 15 for
appropriate email address.

Getting Help

ART Login Process

Logging In To gain access to ART, you must have a valid CSU/ART user id and password.
ART is located on the CHRMA Homepage at http://www.chrma.hqusareur.army.mil

under DCPDS, Army Regional Toolset (ART).

Step Action
1 Enter your CSU/ART User ID and Password.
Note: Your CSU and ART user id and password are identical.
2 Click on <Click Here to Login>.

; Army Regional Tools - Microsoft Internet Explorer

Army Regional Tools

Login Information

T OF
& q,,&
%1/% 7% UseriD: | CSU/ART user id
!_{-:__.w__- 3 N P Your password

“Hhurgs otF
CIES.X | Click Here Ta Login I

Accessibility Help
and Information

&7 l_ E | Intemet

B



http://www.chrma.hqusareur.army.mil/

Step Action

If this is your first time using ART, see Initial Login (Account Editor),
page 11 (you will need to enter your phone and email information).

e Click on <Proceed into System> to get to the ART main menu.

e Click on <Change User Settings> to change your phone
number(s) or email address (see Initial Login (Account Editor),
page 11, below).

o Click on <Add to Favorites> to add the ART Internet address
(URL) to your Internet browser's list of favorite websites (you will
notice that the browser menu and toolbar are not available when
using ART).

'; Army Regional Tools - Login - Microsoft Internet Explorer

Army Regional Tools

Successful login - Army Regional Tools

User D ISAMPLE
User Name SAMPLE IMA
IP Address 123.456.789.111
User Location EUROPE REGION
User Comm Phone Number 49-6214871234
User DSN Number 375-1234
User Email Address ima.sample@us.army.mil

Froceed Into System »» |

Change User Settings |

Add to Fawvorites |

[
|@ Done ’_|E|Q Internet 4
4 You may occasionally receive pop-up messages upon logging in to ART.

These are from the system administrator informing you of any scheduled
down time, systems maintenance, holiday hours, etc.




Initial Login
(Account
Editor)

Upon initial login, your ART account will not have phone numbers or an email
address associated with it.

e To add your AKO (Army Knowledge Online) e-mail address (usually ends in
‘@us.army.mil”) and telephone numbers.

e To change them if they are incorrect:

e <Click> on Change User Settings.
o <Enter> the requested information (Note: You can also change the
background image on this screen).

e CPOC users should also complete the Branch, Division, and Servicing Region
blocks using the drop down menus (this will insure that the data displayed when
using the My Stuff tool is appropriate for your CPOC location.

e Once you are done, <Click> on Edit Account and Go to Main Menu.

<3 ART Account Editor - Microsoft Internet Explorer

FPlease Edit Account Infarmation |

Your Login User ID will be

User ID: AGMAAASPCOM automatically displayed
Comm Phone: [410 _[306 _[1729 E
DSN Phone: |458 -|1 729
. Ent
Email: Your.Username@us.army.mil Ar}lce)rg/ncz:irl

Background Image: address

e . e . =
Branch: | *I Division: | *I Servicing Region:l *I

Edit Account and Go to hMain kMenu | I

—ancel Account Edit and Go to Main Menu

|&] Done I_E|ﬂ Internet

N KX
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Main Menu

Main Menu

The ART main menu provides access to the various ART links and tools:

4} Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 \

==

Navigation: Main

+ ART Testing

+ Centralized Applications
Employee Data

+ External Applications Il
Headquarters %

+ Helpdesk

+ Inhox Statistics |l
NPA Tracker

+ Organization Structure
Phone and Email List
RPA Tracker

+ Review and Analysis

Menu Item Descriptions

|&] &y Regional Tools - MORTHEAST REGION [ |3 |4 Intemet

The actual selections on your menu will vary depending on your roles and
responsibilities. Managers and supervisors have a somewhat different menu than
personnelists; CPAC personnelists have different menu selections than CPOC
personnelists.

12



Navigating in Selections on the main menu that are preceded by a "+" have subordinate menu
ART selections. When you click on one of these items, another menu is displayed. For

example, when you click on "Centralized Applications," the following menu displays:

Mavigation: Main > Centralized Applications

FASCLASS
SF50 History Datahase

Menl ltem Descriptions

e From here you can select either of the two subordinate selections
(FASCLASS or SF50 History Database).

¢ Notice the Navigation line at the top of the menu. This indicates where you
are in the ART menu hierarchy, and you can use any active links in the
hierarchy ("Main" in this case) to return to a previous screen.

¢ Clicking on "Menu ltem Descriptions" opens a window that provides a brief
description of the menu selections:

43 Information - Microsoft Internet Explorer

&

Close Window

FASCLASS
DA centralized web application FASCLASS

S5F50 History Datahase
Centralized web application
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The ART Toolbar

Toolbar

Toolbar Icons

The toolbar provides general information about your location in ART as well as a
number of general-purpose icons.

User ID Cumment Application
E Army Regional Tools - AGMAAASPLOZ - Microsoft Intemet Explorer
ART14 &7 BB RS A T st
EE =zl | | ) it Apbplications
| Nm\g:ﬂiun: Main > Centralized Qppliculiunﬁ
Yersion number Havigation line
Function

Return to previous screen (you can also use the links in the navigation
line)

Return to main menu

Copy

Paste

Find

Print

B (BP R 7 =Tt |8

Report error (opens a ticket for the Helpdesk where you can report any
problems you have encountered in ART)

C

Make suggestion (opens a note to the ART developers)

User preferences (opens the "Edit Account" window to change your
phone number(s), email address, or screen background

Get help (some topics available, others are under development)

Exit from ART
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Frequently Asked Questions

How can | change my password for ART?
Your ART user ID and password are exactly the same as your CSU user ID and password. If you
change your password in the CSU database, your ART password will also be changed. Log in
with your new password the next time you log into ART.

How can | get assistance with a problem | encountered while using ART?
Non-Personnelists should contact their servicing Civilian Personnel Advisory Center or send an
email to Art-Help@cpoceur.army.mil for assistance.

What if | forget my CSU/ART password?
You may send an email to the CPOC requesting to get your CSU password reset. Address the
email to Art-Help@cpoceur.army.mil.

How can | navigate from one tool to another?
Once you have logged into ART, you navigate between tools by using the "Back to Main Menu"
link or the and then select the tool you wish to use.

Can I be logged into DCPDS, the CSU Application, and ART at the same time?
Yes. You can be logged into all three applications at the same time. Once you have logged into
either of these, minimize your screen to return to the ART screen.

What is Headquarters Army Regional Tools?
Headquarters Army Regional Tools (HART) is an enhanced version of ART. HART is designed
for use by HQDA staffmembers, MACOM Civilian Personnel Directorate staff members, and other
users who need to see consolidated data.

What is the Employee Data tool, and how can | benefit from using it?
The Employee Data tool provides employee information ranging from elected benefits, position
information, organization information, a link to completed NPAs and RPAs, and more.

15
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Terms and Acronyms

Terms and
Acronyms

The following are terms and acronyms used in this guide:

Term/Acronym Definition
AKO Army Knowledge Online
ART Army Regional Tools
CMD or MACOM Major Command
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operations Center
CPOCMA Civilian Personnel Operations Center Management Agency
CSuU Civilian Servicing Unit

CSU Application

A read-only extract from the primary database containing
records of civilian employees. This application allows the
user to view data about a specific employee or to run
reports covering a group of employees.

DCPDS Defense Civilian Personnel Data System. DCPDS is a
human resources information system that supports civilian
personnel operations throughout Department of Defense.

HQDA or DA Headquarters, Department of the Army

Legacy DCPDS The term used to refer to the older version of the Defense
Civilian Personnel Data System (DCPDS). The legacy
DCPDS is being phased out and replaced by the DCPDS.

NPA Notification of Personnel Action (SF-50)

RM Resource Management

RPA Request for Personnel Action (SF-52)

SF50 Standard Form 50, Notification of Personnel Action

SF52 Standard Form 52, Request for Personnel Action

Smart Number

Tracking number assigned to each Request for Personnel
Action.

SSN

Social Security Number

16




Purpose

FASCLASS

Centralized Applications

Centralized Applications provides direct access to FASCLASS and the SF50
History Database. These applications are not part of ART, but are useful in

managing Army civilian human resources and hence have been included on the ART
menu for users' convenience. They are both maintained at HQDA.

NOTE: You can also access FASCLASS through the CHRMA Homepage.
Under the FASCLASS link you can find additional guidance as shown in the figure below.

See next page for FASCLASS access via ART.

/2§ CHRMA (Civilian Human Resource Management Agency) - Microsoft Internet Exp!

J File  Edit  ‘iew Faworites  Tools  Help

J Bk ~ = - () ) | iChSearch (G| Favorites & #History ||%v =W -

NL=IE
= |

J Address IE hitkp: f v, chirma, hqusareur , arroy  milf g

| Peo |[inks >

a

[ 8

T —

System - 2002 CG An
Master Index

What's New?
DCPDS
FASCLASS
MNational Emergency
Employment
Downrange Employm
TiM

Living/Working Overs
Management Tools
Pay Information
Training Opportunitie
Reference Library
Automation Info/Tool
DOCPER Information
Deployed Civilians
CPAC Homepages
Links

|

i

FASCLASS Information

@ Frequently Asked
Guestions/Problems and Fixes

@ FASCLASS Starter Kit

@ LASCLASS User's Guide

@ General FASCLASS Access

(Public user access)

@ Managers/Supenvisors L ogin
(Managers/superdisors and
administrative users log in to
FASCLASS Account)

A FASCLASS Tutorial is available for users. To access the tutorial,

click an General FASCLASS Access, then click on help in the upper
right hand cormner. Once there, click on Get Tutorial and follow the
onscreen instructions.

Attend FASCLASE training.

For general questions on FASCLASS contact your servicing CRAC
representative or send an email to fasclass@@cpoceur army. mil

For FASCLASS access problems send to
fasclass@@asamra.hoffrman.army.mil

@ External Link
@ Internal (CHRMA)] Link

£

-

l_ l_ | Internet

| Kl
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Connecting to  From the ART main menu

FASCLASS

Using
FASCLASS

e <Select> +Centralized Applications.
o <Select> FASCLASS.

23 FASCLASS: - Microzoft Internet Explorer

J File Edit “iew Favorites Tools Help |

ey Nfd W 3 e

Biach FEarward Stop Riefrezh Home Search Favorites History

JAQdIESS I@ http: #/cpsfc. belvair. armay. milfasclassfinbos j o Go

snrh terrd

Coes)
AN

PAC NC SC sw

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Autamated System for Classification (FASCLASS) is a centralized database at HQODA that gives
access to active position descriptions and position related information throughout Army. Access to
data is restricted according to assigned user privileges .

If you have any sugoestions, please E-Mail us with your comments. hd

] I_I_|Q Internet

B

After accessing FASCLASS, proceed as you normally would to work in this area or

to search for the position description of your choice. .There are two levels of access
to FASCLASS:

e General, unrestricted access which allows you to view position descriptions,
and

o Restricted access, which provides additional capabilities such as creating and
editing PDs.

Instructions for obtaining a user ID for the restricted access functions of FASCLASS
are available in the "Restricted Access" section of the Help menu (see next page).
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Help with For Help on using FASCLASS, click on the Help link within FASCLASS (on the right

FASCLASS side of the blue bar above). .This provides access to the FASCLASS Help system
which includes an entire User Manual (in PDF format), a downloadable Tutorial, and
other basic on-line help information:

a FASCLASS Help - Microzoft Internet Explorer

Welcome to FASCLASS

Wigwy User Manual |
E ot Tuterel Welcome to FASCLASS il
@ Getting Around FASCLASS
@ Public User Access
@ Restricted Access

' Fully Automated System for Classification (FASCLA
web-based automated position classification records sy
which has been impleriented at all 10 Arrmy regional Ci
FPersonnel Operatinns‘benters ICPOC). FASCLASS is ¢

P centralized system maintained at HQODA, The applicatis
automates position descriptions (PD's), provides a sear
autormated Master File of PD's, maintaing automated re
competitive levels and competitive area logs, an archive
ability to search Army wide, a multiple sort feature, an s _

k|

e e e | k| e v e e T T g o )

4 S,
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SF50 History Database

Purpose

Different
Tools

The "SF50 History Database" is a web-accessed SF50 repository that allows
DCPDS users to access a library of SF50s of their US employees.

e SF50s in the database go back a number of years. SF50s that were
generated in the legacy (PPI) system are available, as are all new SF50s
that have been and are being generated in the DCPDS.

e The SF50s in the database can be viewed on screen, or printed. They are
displayed and printed as regular forms.

e SF50s are accessed by employee’s social security number.

NOTE: For detailed information to include recommendations and resolutions for
errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRMA Homepage under DCPDS, Army Regional

Tools.

There are several different tools available for obtaining SF50 information from
DCPDS and related applications. Each has a different purpose:

Application

Description

DCPDS, Civilian Inbox

Allows the user to track, display and/or print an RPA, or
an NPA (SF50)* if the RPA has passed through that
user’s inbox.

* NPAs are available once the action has been
processed and the effective date has passed.

DCPDS, Processes and
Reports

Allows the user to display and/or print an NPA (SF50)
or RPA for any employee in the user’s organization.
Does not allow for tracking an action. Does not require
that the action passed through the user’s inbox.

SF50 History Database

Allows the user to display and/or print an NPA for any
US employee in the user’s organization.

ART: NPA Tracker

Allows the user to view and print information about any
NPA (SF50) processed in DCPDS for any employee in
the user’s organization. Includes tracking history and
all the data from the form itself, but not formatted into a
"form".

ART: RPA Tracker

Allows the user to view and print information about any
RPA processed in DCPDS for any employee in the
user’s organization. Includes tracking history and all
the data from the form itself, but not formatted into a
"form".

20



Using the
SF50 History
Database

NOTE:

To use the SF50 History Database, you need a CSU Application
account/login. The same security that is used for your access to the CSU
Application is used for the SF50 database (and you log in using the same
username and password).

Follow these steps to access and use the SF50 History Database (the logon
screen for this application requires your user name and password, and you
must select your region from the drop-down menu):

For detailed information to include recommendations and resolutions for

errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRMA Homepage under DCPDS, Army Regional

Tools.
Step Action
1 From the ART main menu
e <Select> +Centralized Applications.
o <Select> SF50 History Database.
2 When the SF50 History Database Logon Screen appears, enter your

AKO username and password, then click <Click Here To Logon>.

<} SF50 History Database - Microsoft Internet Explorer i =]

File Edit Wiew Favorites Tools  Help ﬁ

g=Each - = - @ 7ot | @Search 3] Favorites @Media 8 | %- =h ¥ -

Address I@ https:fcpsapp2. belvoir, army milfsfS50sf50aka_aufdefault . asp ﬂ 6}60 | Links *
SF30 History
Database

Logon Screen

Tsername I

Paszword |

| Click Here Ta Lagan I

Wote: Tse your Army Enowledge Online
(AE O usernamelpassword.

[&] Done ’_ l_ E |4 Inkernet

| K




Step

Action

3 On the SSAN Search Screen, enter the social security number of the
employee for whom you are searching (without hyphens), then click on
the indicated button. The employee must be part of your organization
(one whose record you would normally have permissions to view in
DCPDS or the CSU Application).

J File Edt Wiew Favortes Tools Help |
. 7 g2 & 3 = & B
Back Forwand Stap Refresh Home Search  Fawortes  History Mail Size Print Edit
JAgdrass I@ hitps:#/cpsapp. belvoir. amy.mil/sfS0/agin. asp ﬂ @Gﬂ “Links ”
=
SFS0 History Database
SSAN Search Screen
SEAN of Employee I
Click Here To Track SFa0s |
Eeturn Back to Logon Screen
E
‘@ Done Fl—gle Intemet A
4 Once you enter an SSAN, a listing of the SF50s for that employee

displays, as shown. To view any of the SF50s, click on either the
[HTML] or [PDF] option in the view column. If you are going to print a
hard copy of the SF50, the PDF version provides a better-printed copy.

£} SF50 History Database - Microsoft Internet E xplorer

| Fle Edt View Favortes Tooks Hep |=
= = 1 5 7 T ~ 2 = 2|

« s QD [ & QD & 3 B B I MW
i Back Farad) Stop Fefresh Home | Seaich Favorles  Histoy | Mail Size Print Bt |
| Address [#7 htp=://cpsapp belvoir aimy.mil/sf50/sf50ack. asp =] @G0 ||Links ™

s

SF30 History Database
SF50 Search Results Screen

SF 50 History
Type of Action Auth. Code  Eff. Date PP Series GD ST Agency Salary  View
Individual Cash Award (340) DIJAN2001  O8 0201 )2 08 ARSB | %6123 00[HIML] [PDR|
Individusl Cash Award (840) 17.DEC-2000 D201 1z D& ARSB | $61,236.00[HIML] PDR
WITHIN.GRADE INC (893) QM D4SEPO0 09 0201 12 D8 ARSE | $613300[HTML] [PDF]
SPECIAL ACT OR SERVICE (877) waG ITAUGOD | | | larsB TMI e
PAY ADJ (394) DZJANOD  GS 0201 )2 7 ARSB T ]
TIME OFF AWARD (372) 19.DEC-99 i ARSE HIML] [FDF]
e et e
PAYADI @99 M [ZLM 03-JAN.99 | iz [7 aRSB |

&] |
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Step

Action

Here’s a sample of an SF50 being viewed using the PDF (Adobe
Acrobat) format. From here you can click on the print icon on the Adobe
Acrobat toolbar to print a hard copy.

2} hitps://cpsias. belvoir. army. mil/ cai-bin/rwcgib0?s150_prodkeykserver=rep60_cpsiastDESFORMAT =PDF% - Microsoft Internet... =] E3

| Ele Edt View Favoites Took Help [ o |
@ s @ N @l G 3R a5 W
Back MNETE Stop Refresh Home | Seach Favoites  History Mail Size Print dit

| Address |ﬂ 1=repE0_cpsiastDESFORMAT=PDF&DE STYPE=CACHE &report=SF50/HO_SFS0_RPT.idiP_ROWID=0000C655.0000 OUEFﬂ 6o | | Links ®

nBS/m =GR < vies DO MG EOD

‘Stamard Form 508 >
oy S NOTIFICATION OF PERSONNEL ACTION =
3. Pt i it 4. Efective Date
03-04-1942 12-17-2000
S.A. Code 5. Natwre of Action 6.0 Code 613, Nature of Aciion
840 Individual Cash Award
.. Code S0, Legal Autbarity 60" Code .00 Legal Authority
SE. Code 5-F. Legal Autority 61 Conde 6.F. Legal Anthority
7 FROM; Passtian Title amd Numbrer 15, T0: Posstion Tithe amd Nussber
PERSONNEL MANAGEMENT SPECIALIST PERSONNEL MANAGEMENT SPECIALIST
RA260 - 1486 RA260 - 1486
K Fay Plan [0 O Coe |0 Gradobont |10 StopRato |12, Toksd Salaey 10 FayMass | 16 Pay Plan | 17O, Code | I8 Gradollonel | 195tepate |20, Tos
G 0201 [H i S61.536.00 PA
LA B Py 128 Losaty Adj. L2 A Basic Puy L0 rher Pay | 200 Basic Pay 20 Locally Ay, |00 Ad), Bk Pay
SS7.910.00 $3.926.00 §61.836,00 0,00
14, Namse e 1 et ‘s Drgamization 22, Name wd Location of Position's Oryastzafion
DEPARTMENT € ARMY DEPARTMENT OF THE ARMY
CIVILIAN PERSONNEL OPERATIONS CENTER CIVILIAN PERSONNE RATIONS CENTER
NC. INFO SERV DIV, FUNC AUTO BR NCALO NC.L INFO SERY DIV, FUNC AUTO BR NCALD
ROCK ISLAND 11, 61299-7650 ROCK ISLAND 1L 61299-7650
SFCP-NCA SFCP-NCA

EMPLOYEE DATA

23 Veterans Preferemce

o] 2z =l v orz el TES e [
/&] Done | D e intemet /4

24, Tennre |25, Agemcy Use l:u.\«rum Preference for RIF ;I

When done

e <Click> the Back button on your web browser to return to the
previous screen (the list of SF50s).

o <Click> the Back button again to return to the SSAN Search Screen.
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Purpose

Other Sources
of Employee
Data

Accessing
Employee
Data

Employee Data

The purpose of the Employee Data tool is to provide quick and easy access to basic
data about employees, including personnel and position data (including their job
description), NPA and RPA history, organization information, and similar information.
This data is refreshed from the DCPDS database nightly (so it can be up to one day
old).

Although the Employee Data tool is very easy to use, there are occasions when you
may need to use other sources to find the information you want. Additional
information about employees is also available from the following:

Application Description

DCPDS Contains detailed information about employees, the source
from which the data for all other tools flows. Database of
record, so this data is real time. However, it is not always
easy to locate specific information. For more information see
the Retrieving Information chapter of the DCPDS Desk
Guide.

CSU Application A read-only source of information about employees, similar to
the Employee Data tool but with somewhat different types of
data available. For more information see the CSU

Application chapter of the DCPDS Desk Guide.

To access the Employee Data tool, select <Employee Data> from the ART main
menu. On the search screen that displays, enter some or all of the employee's last
name, and click <View Details>.

NOTE: You can also search by another part of the name using the "Contains" or
"Ends with" radio buttons, e.g., if you enter a first name in the search block, click on
the "Contains" radio button before clicking <View Details>).

; Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 o

Enter Name Search Text |
& Begins with ¢ Caontaing ' Ends with

Yiew Dletails

If the name you entered has more than one match you will see a listing of matching
names, together with their installation (CPAC) and pay plan, series, and grade. Click
on the name of the employee from this list.
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Types of
Employee
Data

Sample Data
Screen

Once the employee's record has been retrieved, click on any of the links to view data
or more options.

Employee Data

Hame: SERKIN, ANDREWPP Seri.Gr: GS0301-11
CPA[:: CAMP SuiahPy” Cn mmand: FC
CPOC Division: . | CPOC Branch: »

Information
Employee Information Position Information
Job Description Organization Stneclure

History
NPARFA History Helpdask Ticket History
Pay Data

AMAl's Pay Rejects
Ravarse Imedace VRS Inlerface

For instance, clicking on the Employee Information link displays the following screen,
with a number of additional radio buttons to view SCD, TSP, WIGI, NTE data, etc.
There are also links to position data, the job description, organization structure,
NPA/RPA History, and pay data (used primarily at the CPOC).

5 Emplopee Information - Microsoft Intemet Explones
Close Window @
Employee Information

55N:
Pay Plan: Series:
Grade: Step:
PayRD: CPOID:
# Salary T SCD C TSP T WIGH  NTE £ Other CRCN's
" Retainad © Benaflz ' Projectad C Other T Training  © Cwerseas
' Appraisal ' Aaward CLoa -

Salary Data
Post Differential Amount:

Basic: f1283 Post Differential Pct: %
Table Sal: Tizan Post Differential Begln:
Locality: B184 Post Differential End: :I
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Purpose

Connecting to
DCPDS

Purpose

Connecting to
the CSU

Central DCPDS 11i

Central DCPDS 11i provides direct access to DCPDS. This application is not part of
ART, but is included on the ART menu for users' convenience.

Note: For detailed information about DCPDS, refer to the Central DCPDS 11i Desk
Guide; the access link is included on the ART menu.

From the ART main menu
e <Select> Central DCPDS 11i.

Note: You must have a separate user ID and password to log in to DCPDS, e.g.
IMA.SAMPLE1/MGR.

External Applications Il

External Applications Il provides direct access to the CSU Application. This
application is not part of ART, but is included on the ART menu for users'
convenience.

Note: For detailed information about the CSU Application, see the CSU Application
chapter in the DCPDS User Guide located on the CHRMA Home Page, under
DCPDS, User Guides and Information.

From the ART main menu

e <Select> + External Applications II.
e <Select> + Central Site.
e <Select> Central Site CSU.

Note: You must have a user ID and password to log in to the CSU Application. This
is the same user ID and password as you use to log in to ART, e.g. IMA_SAMPLE1.
To change your ART password, change it in the CSU Application; the change will
also affect your password when logging in to ART.
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Gatekeeper US & LN

Gatekeeper Please use the Handbooks listed below that are located on the CHRMA Homepage
Access and at http://www.chrma.hqusareur.army.mil under DCPDS, Army Regional Tools
References (please see screen prints below).

e Appendix A — Gatekeeper Checklist Handbook for Managers US RPAs
e Appendix B - Gatekeeper Checklist Handbook for Managers LN RPAs
¢ Appendix C — Gatekeeper Checklist Handbook for Resource Managers

What is The “Gatekeeper” is an automated checklist that complements the functions of
“Gatekeeper” DCPDS. The Gatekeeper concept is to make sure the CPOC has all the information
2 needed to process an action without having to go back and forth to the initiator of the

action. Gatekeeper is easy to use and is responsive to customers’ needs.
Gatekeeper provides a standard, efficient and simple way for management to
provide information about a personnel action that would otherwise require an
attachment to the RPA.

Address Iﬁj hitkp: i, chima, hausareur , army. il

| @eo |Links »|
=

DCPDS Information

"HRMA Website? Revised

Master Index
What's New?

‘Emerga necy Contact Data

DCPDS

}:k |
FASCLASS\ Defense Civilian Personne

Empl *
meloyment " Army Regional Toolset (ART)
»Mew Login Proﬁ?edures (for First Time Login after M2 Deployment)

\

L iy

Data System (DCPDS)

Employment-Contingency
SUMMER HIRE 2003

Living/Working Overseas I R SRR — ,
Management Tools | Address I@ htkp: f v, chirma, hqusareur vy, ol j 6o | Links **

Pay Information
Army Regional Toolset Information

- ' @ Click here to access ART (ART Requires interuet Explorer Web Browser)
-ASCLASS ScreenCams - - Note: New Login Procedures (for First Time Login after M2W Deployment)

s

Training Opportuniti

Reference Library

Master Index @ART User Guide (4.2 MB)

What's New?

Emergency Contact Data Appendix A - Job Aids for Initiating RPAs and Gatekeeper
DCPDS Checldists - US (1.1 MB)

EFASCLASS . Appendix B - Job Aids for Initiating RPAs and Gatekeeper
Employment Checkhs_ts - LM 1o mE ) )
Employment-Contingency Appendix C - Gatekeeper Checklists Job Aid for Resource
SUMMER HIRE 2003 Managers (1 ME)

Living/\Warking Ovarseas @ ART Access Navigation Table @ SFES0 History Database Handbook

Management Tools @ ART Tools Overview Table

Pay Information @ EPA Tracker - MZM Pipeline Actions QRPA Direct for US Actions

Training Opportunities
Reference Library

DOCPER Information )
Contingency Guidance : Internal Lmk
CPAC Homepages External Link

Links Back to DCPDS Main Page
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Purpose

Accessing
HART

Headquarters Army Regional Tools (HART)

Headquarters Army Regional Tools (HART) provides Army- or command-wide
access to information for use in recruitment status reports, individual personnel
actions, employee data, etc. Itis intended primarily for HQDA or Major Army
Command (MACOM) staff members who need a view of the Army civilian population
that crosses regional boundaries.

The tools available in Headquarters ART are the same, and work the same, as their
corresponding tools in ART, except that the data comes from a centralized database
that crosses regional boundaries.

To access Headquarters ART, select Headquarters ART on the ART main menu
(you must have this permission in your ART account, and your access to records will
vary depending on your organizational location. HQDA users have access to all
Army; MACOM users have access to that MACOM, etc.). When the next screen
displays, click on the <Proceed into System> button to display the HART main
menu:

a Army RBegional Tools - AGMAAAS

Headquarters ART

Navigation: Main
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Individual
Tools

Non-

Personnelists

Personnelists

The selections on the Headquarters Army Regional Tools (HART) menu are listed
below. Cross-references are provided to the appropriate section of this Guide
(covering the ART counterpart of each tool), but you need to keep in mind that when
using HART, data will be more extensive.

Tool Description
Employee Data Includes information on an employee such as current benefits
Page 24-25 elections, TSP, WIGI due dates, retained grade/pay

information, position description, NPA and RPA Histories,
etc.

Inbox Statistics Il
Page 30-38

Red, Amber, Green (RAG) report that provides information
on timeliness of processing personnel actions. This tool can
provide consolidated information by region, CPAC location,
Command, Inbox Sub-Type, or Inbox Type.

Organizational
Structure
Page 51

This tool provides information about organizations, i.e.,
number of organizations, vacant and encumbered positions,
etc.

Phone and Email
List

Provides phone number(s) and email addresses of ART
users in the region. They can be searched by command,

Page 60 user type, CPAC (installation), or name.

RPA Tracker Tracks RPAs processed in DCPDS. Provides RPA data,
Page 61-68 related information (e.g., position data), status, and history.
Review and Provides management information such as supervisory
Analysis ratios, PATCO (professional, admin, tech, clerical, other)
Page 69-74 breakdowns, minority/non-minority and male/female

statistics, etc.

Helpdesk

Please do not use this tool; it is not applicable to OCONUS.

Applicable to CPOC Personnel and CPAC PSMs Only
Please see separate guide available on CHRMA Intranet
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What are
Inbox
Statistics?

Related Tools

Inbox Statistics Il

The Inbox Statistics tool provides information on timeliness of processing personnel
actions (formerly known as the Red-Amber-Green report). This tool can provide
consolidated information by region, CPAC location, Command, Inbox Sub-Type, or
Inbox Type, as well as information on specific actions to include links to position
data, organizational information, and individual RPAs.

¢ Inbox Statistics Il presents information about open personnel actions (including
actions that have been completed but not consummated, i.e., the effective date
has not arrived). To view historical information about closed actions, use the
Review and Analyses tool, page 69-74.

e CPOC users can access the same information that is provided by Inbox
Statistics Il using My Stuff, page.39-44. My Stuff is another way to access
Inbox Statistics and other ART tools but they are tailored to each user's
organizational location (for example, the user sees inbox statistics pertaining to
his/her branch or division only).

o The RPA Tracker tool provides access to RPAs for specific employees (based
on the RPA number). Both Inbox Statistics and RPA Tracker use the same RPA
Viewer to look at individual RPAs. See RPA Tracker, page 61-68.

Benefits of Inbox Statistics

Benefits to
CPOC Staff

Benefits to
the CPAC

Benefits to
Managers

In-box statistics can be used by CPOC staff members in many ways:

e As atracker — The staffer can track individual actions quickly and efficiently.

o As a status report — The status of an action is reflected in the Inbox Statistics tool,
if the event codes and information are entered timely and accurately.

¢ As a workload indicator — Inbox Statistics provides numbers and types of actions in
individual in-boxes. The staffer can access information on actions initiated by
management that are in route to the CPOC for workload planning and forecasting.
Team Leaders, Branch Chiefs, and Division Chiefs can monitor workload to ensure
even distribution of work and resources.

Inbox Statistics can be used by CPAC staff members to:
e Track actions routed to the CPOC.

¢ Obtain the status of actions.

e Reduce number of inquiries forwarded to CPOC.

Managers can benefit:

e Track initiated actions.

¢ Check status of actions.

e Comment on the action at any time during the life of the RPA.
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Benefits to Administrative personnel, personnel liaisons, etc., can benefit:
Admin e Track actions.

Personnel e Check status of the RPA(s).
Benefits to Resource management personnel can benefit:
Resource e Access and retrieve information pertinent to their organizations.

Management e Ensure proper execution of salary dollars.
e Check status of open/closed actions.

NOTE: Users only have access to information based on the level of permissions assigned by the
systems administrator.

Color Coding

Color coding Inbox statistics uses a color scheme to reflect the number of days in the "aging"
process for each functional area (management, CPAC, CPOC) or event in the
staffing or processing cycle (open announcement, rating, ranking, etc.).

Click on <View Colorization Chart> (on the layout screen as you are accessing a
particular report) to view the chart, part of which is shown on the next page:
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Closze Window

Colorization Values i Days

status Type Red Amber

Yellow Light

Green

Darlc

Green

CPAC Age

CPOC Age

Ianagement Age

Personnel Age

01

- Manager

02 -

CPAC

03 -

CPOC

04 -

Clazsification

05 -

06 -

07 -

Eating

03 -

Open Eeferral

09 -

Comrmted

10 -

staffing Delay
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Accessing and Using Inbox Statistics

Using Inbox Follow these steps to use the Inbox Statistics tool:
Stats
Step Action
1 From the ART main menu, select Inbox Statistics Il to access this tool.

A submenu displays:

-; Armmy Regional Tools - AGMAAASPCO21 - Mic

ART 1.1

Navigation: Main > Inhox Statistics Il

+ All Actions
+ Fill / Recruit Statistics
+ Mon Fill / Recruit Statistics

Menu ltem Descriptions

2 Select the type of actions that you want to examine (all actions,
fill/recruit, or non-fill/recruit). A further submenu displays:

'; Army Begional Tools - AGMAAASPCOZT - Microsoft Interndg

ART 1.1 o

Navigation: Main >Inhox Statistics Il > All Actions

All Open Actions
Opened in the Last 5 Work Days
Opened in the Last Work Day

Menu lterm Descriptions

3 Select the timeframe for the actions you want to examine (all, opened in
the last 5 workdays, opened in the last workday (not available for
fill/recruit). The options for actions opened in the last 5 workdays or last
workday are particularly useful for CPACs who want to monitor actions
being sent to the CPOC from their installation.




Step

Action

On the layout screen, use the radio buttons to indicate whether you want
to see actions based on total time in management, CPAC, CPOC, in
personnel (CPAC and CPOC), or by events:

Inbox Statistics II; All Actions; All Open Actions

Please Select the Overall Layout:

All Actions 01 || Wiew Layout Details

Colorized By: " Total Time in Management T Total Time in CPAC
& Total Time in CPOC  Total Time in Personnel ' Event Time

View Colorization Chart

Proceed to Inbox Statistics

e The <View Layout Details> button displays information about
filtering, grouping, and the level of detail that will be used in the
report you have selected. This is provided for information only.

o The <View Colorization Chart> link displays the colorization
chart shown above (see Color Coding, page 31-32).

Click on <Proceed to Inbox Statistics>.
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Step

Action

The report displays sorted by CPAC location. You can change this to
Command, event (rating, ranking, etc.), inbox, inbox type (manager, RM,
classifier, etc.) or subtype, NOA (nature of action), smart number (RPA
number), or UIC by clicking on another of the radio buttons at the top of
the table.

NOTE: For many users, this table will not be as lengthy as shown here
since you will only see the actions for your organization(s). You can
click on <View Details> at the bottom of the table to proceed (step 8
below).

Inbox Statistics I, All Actions; All Open Actions; Layout = Al Actions 07, Colarized by Total Time in GPOC; Status = OPEN; Status = FUTURE
Groupings

@ CPAC Location € Command € Event Status € Inbox € Inbox Sub-Type € Inbox Type € MOA € Smart Number € UIC

CPAC Lacation ‘ Red Amber Yellow | i | Lark | Total
ABERDEEN PROVING GROUND 2 55 502
ARL - ADELPHI 0 10 157
ARL - AP o R
CARLISLE B [

@ @

COE BALTIMORE

COE BUFFALO

COE DETROIT

COE NAD NEWY ENGLAND
COE NEWY YORK

3

e
C L

MBI

[}

Here's the same report sorted by inbox type:

Inbox Statistics [I; All Actions; All Open Actions; Layout = All Actions 011, Colorized by Total Time in CPOC; Status = OPEN; Status= FUTURE|
Groupings

€ CPAC Location € Gommand € Event Status € Inbox € Inbox Sub-Type - @ Jinbox Type € NOA € Smart Number € UIC

Inbox Type ‘ Red ‘ Amber Yellow | Cight ‘ Dark | Total
— 5
CPOC I - 364
Manager I - 5
RMO B o o
Systems _‘2 1
Unknowm 0 ‘D 0
[WGI Box I -: 0
Totals | BH 73

Lzt *Vau can only view 1000 or less RPA's

Use the links in the left column to narrow down your selection (e.g.,
choose a particular CPAC location or a particular inbox type):

Inbox Statistics Il; All Actions; All Open Actions; Layout= Alf Actions 07. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings; CPAC Location = CARLISLE

@ CPAC Location 0 Command € Event Status  © Inbox  © Inbox Sub-Type € Inbox Type @ NOA € Smart Number € UIC

CPAC Location Red Amber Yellow Flght Dtk Total
Green Green
CARLISLE . - 4 A N 2

View Details
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Step

Action

Click the <View Details> button
on the size of the report this can

W Avmy Flegeonal Tools - AGMAAN!

at the bottom of the table. Depending
take a moment or two to display:

01 - Miceosodt Inbeinet Evploser

ART 1.1 e 2R R e Az A Inbox Statistics Il
Ik Statistics |1, All Actins; All Open Actions, Layowt = AN Actions 07 Colorized by Tatal Time in CPOC, Statws = DPEN, Status = FUTLIRE
| Growpings; CPAC Lacation = ARL - APG
Soried by Actions Requesied, Everd Status
i | | ] | Pay P |
Requesi  Smar  Fequest MGMT CPACCPOC  Acions o0 Plan pridics ey Bl
Date Mumber  Sequence Time Time Time Anguested | 2«1‘: i m dt |
| | G | |
(NG MACROAADD 158424 T 1 1] EMARD DOCG-12-12 (002-12-12 [f ACROAAMGRONEM
DN _UAGARRAOD oS40 EdE P O POE_ESTABLISH DO01 0715  ICARHAMGR0AT M
01 sy B2 s @ POS_ESTABLISH  ACARHAMGR147 M
1OCT M A5 0 0 FEALIGNMENT  [ra) [ PO0T1-10:07 | IAGARCIMGRIIGM
Bty 1] EW0 D O HEASSIGNMENT IBCARWDMGROTIN
2AL  AACARAMDD 122155 1Bl 0 L] RECRUT FILL 155110209 ¥ ACARAMMGRIT 3
(2Rl AACARAMOO (22228 |1 18162 [RECRUAT_FILL 165110212 ¥ MEADSSFIIACOE
DiaY MAGARHADD [M6745  EB1 [0 D RECRUIT_FILL [t IACARHRMERDAEM
Wozoec CARHROD 153976 | 11 N5 [SALARY CHG B34 DE-Eﬁ_’ﬂ-[‘-?_ DOrP0324 0020324 Y NERASSPODACOS
WGIZ  DRIER 1] 0 Bl |SALARY CHG B33 G5-110212 012 [ WEIPERSONNEL - |
¥ ARANOO (117411 oE P n SEFARATICN o451 - DOCe07-13 ' ACARAMMERISEN
1 . I SEPARATION  [351 DO0007-13 0020713 [¥ |WCARAMMGRIS0N
i i 32 [SEPARATION  pn e EWASAAGENDIGIC
1 1 F32 [SEPARATION B - pooT 0230 EWABAAGENDGIC
| GRS i P &3] [SEPARATION A0l pootoen3 EWARALCENDIGIC
i | Ay Timn in | g Time in | Aug Tima (n | Avg Time in 4
RPA Type Total MGR Inbox | CPAC Inbox  CPOC Inbox Famlmmu
FillRecnat | 10 Ha sy A
Char 15 | 3T FE] 1236 '2?5
RPATatal | 15
i I i
[ €] Pamy Fiegaonal Tock: - NORTHEAST REGION B Int=net

Note the following on this screen:
e The table contains an entry for each RPA for the selected CPAC

(or event or inbox, etc.).

e To view RPA information for a particular action, click the RPA
number in the "Smart Number" column (see next step).

e The table scrolls to the right to display additional columns of
information, including the current inbox, event time and status,

etc.

e The small table at the bottom provides summary statistical
information about timeliness of actions.
e The <Resort> button allows you to resort the actions by different

columns.

o The <View in Excel> button exports the table into an Excel
spreadsheet for additional manipulation or analysis.

e The "GK" column indicates if the RPA has a Gatekeeper
Checklist. If "Y," you can view the checklist by clicking on the

link.
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Step

Action

To

view more information about a specific RPA, click the RPA number

link in the "Smart Number" column

Close Window %

Armmy Regional Tools - Microsoft Internet Explorer

RPA Number: 01JUNSAGARHROOO20640
Action Requested: POS_ESTABLISH

Pay Plan-Series-Grade: --

Effective Date:

iew RPA
Proposed Effective Date: 7/15/01 HEW . .
Yiew Position Information
Hame:
Nature of Action:
CPAC Code: s
Command Code: ira

Enter notes below:

Submit Motes |

Date Responded: | By: | Response: |_

=

e To view the RPA data itself, click the "View RPA" link (see next
step).

e |f a position record exists, click the "View Position Information”
link to view this data (the link will not be active if the position is
not in the database).

¢ You can add comments in the "Notes" block (and then click
<Submit Notes>). These notes will be accessible to other
users who view this RPA.
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Action

The RPA Viewer displays all the data on the RPA itself, plus provides
access to the Gatekeeper Checklist (if there is one), and (if you scroll
down) notes, current inbox (location), and tracking data:

3 IIF A Viewer - Microzoft Inh-rru"t E 'Iplmr‘l

Close Window @ Gatek eaper Chacklist

1. Actions Requested; POS_ESTABLISH

2. Request Number: 01 JUMNAAGARHROO020640 (Cpen)
3. For Additional Information Call:

4. Proposed Effective Date: 7/1501

5. Actions Requested By

ADMINISTRATIVE OFFICER

B3

6. Actions Authorized By:

|

DIRECTOR, HUNMN RESEARCH & ENGINEERING DIRECTORATE

1. Mame (Last, First, Middle): 2. Social Security Number: 3. Date of Birth:

EEKHN

Status Remark Dccur Date 1 Date 2 Com
1 ! r!-
] [ [5 a ntenet i
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Purpose

Tailored
Views

My Stuff (Personnelists Only)

My Stuff provides CPOC/CPAC users with a convenient way to access various ART
tools, tailored to the CPOC/CPAC staff member's organizational location (branch and
division, and region) within the CPOC. The tools that you can access from My Stuff
are:

Inbox Statistics.

Helpdesk.

Suspenses.

Organization Viewer.

Review and Analysis.

The tools available under My Stuff are the same as their counterparts accessed
from the ART main menu, but they are "tailored" to your organizational location
within the CPOC. The branch and division which is used for My Stuff is based on
the information you provide on the User Preferences window (ART Account Editor) --
see Initial Login (Account Editor, page 11).

Accessing Inbox Statistics using My Stuff

Introduction

Follow the steps outlined on the next pages to access and use the Inbox Statistics
tool through My Stuff. (Which automatically filters the data to your desired
organizational level -- branch, division, or region).

e "My Branch" is being used as an example here, but the same steps apply for My
Division and My Servicing Region. The primary difference between these
options is, of course, the amount of data that will be displayed.

o Additionally, the examples below are using the "all open actions" option, but the
other options work the same way also (all open actions, all open fill/recruit, or all
open non-fill/recruit).
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Step

Action

From the ART main menu, select My Stuff to access this tool. A
submenu displays:

/3 Army Regional Tool: - NETESTCPOCS

ART 1.1 (RC-12)

Havigation: Main > My Stuff

+ My Branch
+ My Division
My Modern Inhox
+ My Servicing Region

Menu ltem Descriptions

See Accessing Other Tools using My Stuff, page 44, for information
about My Modern Inbox.
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Step

Action

Clicking on the Menu Item Descriptions button explains each of the
menu selections on the My Stuff menu:

<3 Information - Microsoft Internet Explorer

Close Window %

My Branch

Tools under this menu item use layouts that filter the data
based on the Branch setting in the user preferences

My Division
Tools under this menu item use layouts that filter the data
based on the Divizion setting in the user preferences

My Modern
Inbox

shows open actions that sit in any inbox that the user is
attached to in modern

My Servicing

Region

Tools under this menu item use layouts that filter the data
based on the Senicing Region setting in the user preferences

€] I_ E |4 Intemet

R
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Step

Action

3 Click on My Branch to see the selections available under that option.
Each of the selections uses data from your branch:
’a Army Regional Tools - HETESTCPOCSE - Micros]
ART 1.1 (RC-12)
Navigation: Main =My Stuff > My Branch
+ My Branch Open Actions - All
+ My Branch Reports
Open Fill / Recruits
Open Non Fill / Recruits
Open Tickets
Organizations
Menu ltem Descriptions
NOTE: The same selections are available under My Division and My
Servicing Region, but the data that is pulled for these options pertains
to your division and region respectively.
See Accessing Other Tools using My Stuff, page 44, for information
about My Branch Reports, Open Tickets, and Organizations.
4 Click on My Branch Open Actions - All to see the selections available

under that option:

'a Army Regional Tools - NETESTCPOCS - Microzoft Internet Explorer

Mavigation: Main >My Stuff > My Branch > My Branch Open Actions - All

ART 1.1 (RC-12) -

All Open Actions
All Open Actions Opened in the Last 3 Work Days
All Open Actions Opened in the Last Work Day

Menu ltem Descriptions
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Step

Action

At this point, if you click on any of the selections, the standard Layout
screen displays:

=3 Army Regional Tools - NETESTCPOCS - Microsoft Internet Explorer [
ART 1.1 (RC-12) ¢= | B &

My Stuff; My Branch; My Branch Open Actions - All; All Open
Actions

Please Select the Overall Layout:

by Branch All Actions 01 || “iew Layout Details

Colorized By: " Total Time in Management  Total Time in
CPAC  Total Time in CPOC  Total Time in Personnel
" Event Time

View Colorization Chart

Froceed to Inbox Statistics

This screen provides information about what data you have selected,
provides you the opportunity to colorize by time in different types of
organizations (Total Time in CPOC is the default), and allows you to
view the Colorization Chart.

Click on the <Proceed to Inbox Statistics> button to view the open
actions in your branch. At this point, follow the same steps you would
use if you had selected Inbox Statistics Il from the ART main menu (see
Accessing and Using Inbox Statistics, page 33-38). The major
difference is that the actions displayed will be from your branch only.
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Accessing Other Tools using My Stuff

Other Tools

In addition to accessing the Inbox Statistics tool as shown above (at the branch,
division, or region level), My Stuff also provides access to other ART tools.

ART Tool

My Stuff Navigation Path(s)

Review and Analysis - Fill Time report,
Classification report (see Review and
Analysis, page 69-74)

e My Stuff -- My Branch -- My Branch
Reports

e My Stuff -- My Division -- My
Division Reports

o My Stuff -- My Servicing Region --
My Servicing Region Reports

Review and Analysis - Population
Statistics (see Review and Analysis,
page 69-74)

My Stuff -- My Servicing Region -- My
Servicing Region Reports

Inbox Statistics - for your inbox(es) only
(see Accessing and Using Inbox
Statistics, page 33-38)

My Stuff -- My Modern Inbox

Helpdesk -- pay problems, suspenses,
QC errors, etc. (see Helpdesk Guide,
available on CHRMA Intranet)

o My Stuff -- My Branch -- Open
Tickets

e My Stuff -- My Division -- Open
Tickets

e My Stuff -- My Servicing Region --
Open Tickets

Organization Structure -- org codes,
cleartext names, tables of position data
(encumbered and vacant) for each
organizational segment (see
Organizational Structure, page 51)

e My Stuff -- My Branch --
Organizations

o My Stuff -- My Division --
Organizations

o My Stuff -- My Servicing Region --
Organizations
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Purpose

Terminology

Related Tools

NPA Tracker

The NPA Tracker is used to track Notifications of Personnel Actions (NPAs)
processed using DCPDS. The NPA Tracker tool allows the user to easily locate and
view the NPA (NPAs are retrieved based on the name of the employee). The
information provided is the same as that on the formal NPA, although the format of
the document is different (not displayed as a "form"). Users may use the NPA
tracker to ensure actions are accurately processed. In addition, when using the NPA
Tracker, you also have access to the RPA that was used to generate the NPA.

NPA: Notification of Personnel Action. This refers to the completed Standard
Form (SF) 50 which is the paper notification to an employee that a personnel
action has been processed (a copy is also filed in the employee's Official
Personnel Folder (OPF)). An electronic copy of this form is maintained in
DCPDS.

RPA: Request for Personnel Action. This refers to the "working document”
which is submitted by management to have a personnel action taken on an
employee (promotion, separation, recruitment, LWOP, etc.). Itis similarto a
work order in other fields. Once an RPA has been approved and processed, and
the effective date has arrived, an NPA is generated and sent to the employee
and filed in the employee's OPF.

See the RPA Chapter in the DCPDS Desk Guide for additional information.

Other tools provide information about NPAs and RPAs:

Employee Data, page 24-25, is an ART tool, which provides personnel
information about specific employees and can be used to locate and view
NPA(s) for a specific employee. Once you have selected a specific NPA, you
have access to the same NPA Viewer as is provided in the NPA Tracker tool
(described below).

RPA Tracker, page 61-68, is an ART tool that allows you to track and view
RPAs before they have been completed (that is, when no NPA is yet available).
NOTE: Once the RPA has been processed and the effective date has arrived,
you can use either tool to view the NPA. However, the NPA Tracker retrieves
NPAs by the employee name, and the RPA Tracker uses the RPA number. An
additional difference is that the RPA Tracker provides "tracking" information, i.e.,
who has had the action and for how long, which is not part of the NPA Tracker.
DCPDS, as the database of record for all employee and NPA data, can be used
to view NPAs. Refer to the DCPDS Desk Guide, Civilian Inbox chapter, for
instructions for accessing NPAs via your DCPDS inbox.
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Retrieving the NPA

Steps

After logging into ART, follow these steps:

Step

Action

1

Select <NPA Tracker> from the ART Main Menu.

2

Enter the name (or part of the name) of the employee, then click on
<View Details>:

; Army Regional Tools - AGMAAASPCO2T - Microzoft Internet Explorer

ART 1.1

@

Enter Name Search Text: |

 Beging with  © Caontaing  © Ends with

“iew Details

If there is more than one employee matching the name information, a list
will be displayed. Click on the correct name from the list.

E Aumy Aegional Tonls - AGMASAASPLEDZT - Mictosoft Internet Explooer

« B

12 Mames found)

ART 1.1

Mame Begins with

:Emplnyee Hame DlulsiuniBrandiiEF'ﬂ.E PP-Seri-Gr

1 D [cROCMA  |GS000113 |
2 E (LETTERKERINY [MWG-2602-12 |
2 [H [FORT DETRICK |55-2210-12 |

A listing of NPAs for the selected employee will be generated. Select
the appropriate NPA and click on the effective date to open the action
(see NPA Viewer, below). This is the same information that is provided
on the "official" Notification of Personnel Action that is printed and
provided to the employee and filed in the employee’s Official Personnel
File (OPF). To view the RPA instead of the NPA, click on the blue link in
the "Request Number (RPA)" column instead.

Linkto NPA

niification of Pemsonnel Action B Reguest for Personnel Action

Linkto RPA

Eff Date oAy NOAZ) Accept Signature| | Rogqu Action Requested Approval Date Authorizing Signatsre
11203 - Pay Ady | Donakd P Taglor [ MSLIG7S06-E66 SALARY CHG  1A003

11203 BSG - Wilher-grade Ink Angeta D Francis B waznm: SALARY CHG 12503

EZOM02 B4D - Indmidual Cash Awsed - Pamels B. Bond 8 O24LGAACMAAANT 32559 AWARD B2102 Prates, Carohn P
TSR B - Fay Ady Donakd P. Taglar | MSLI09766-220 SALARY CHG  [inamd Prater, Carolyn 7
B30 BAD - Indmidual Cagh Bweed - Linda & Fareon [ D1ALGLAGMAASNIFE2 TS AWARD CHED] Prabee, Carnlyn P
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The NPA Viewer

Viewing the
NPA

Panel 1

Once you have selected the NPA you want to view, it displays in the NPA Viewer.
This NPA contains the same data that is contained on the actual NPA, which is
found in DCPDS, but it is not displayed as a "form" as it is in DCPDS. For
convenience, the NPA is broken into 3 panels (it is one long document when viewed
in ART). Most of the data is self-explanatory but a few notes have been added:

a Army Regional Tools - Microsoft Intermet Explooes

Close Window &

1. Hame (Last, First, Middle): 2. Social Security Number: 3. Date of Birth: 4. Effective Date:
112403 12:00:00 P

R |

58, Code: 594

5.8. Nature of Action:

Pay Adj

5.C. Code: Ok

5.0. Legal Authority: Reqg 531 205

5.E. Code: 710

5F. LegalAuthority: E O 13282, Dated 21-DEC-2002

-8, Code:
6-B. Nature of Action:
6.C. Code:
6-D. Legal Authority:
6-E. Code:

6-F. Legal Authority: =

7 COMNM: Daclilos Thla asd Basbae: DEDSORBE] WMARACERERT SOECIALIST ANTT2 SARE

The top part of the NPA contains identifying information about the employee and
the type of action taken.
Use the Printer icon at the top of the window to print a hard copy.
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Panel 2

E Army Regional Tows - Microsoft Internet Explones

7. FROM: Position Title and Number: PERSONNEL MAMNAGEMENT SPECIALIST BOFOE.5455
8. Pay Plan: 55

9. Ocec Code: 0207

10. Grade/Level: 13

11. Step/Rate 07

12. Total Salary: 79473

12/ Basic Pay: 71289

12B. Locality Adj: 5154

12C. Ad]. Basic Pay: 79473 %
120. Other Pay: O

13. Pay Basis: PA

14. Name and Location of Position’s Organization:
ASAMERA)

CI PERS OPERATIONS CTR MGMT AGEMCY
TRAINING MANAGEMENT DIISION

ABERDEEN PROVING GROLUND MD 21005

15, TO: Position Title and Number: PERSORNEL MANAGEMENT SFECIALIST 80703 5465
16. Pay Plan: G5

17, Oce Code: 0201

18, Grade/Level: 13

19. Step/Rate: 07

20. Total Salary/Award: 81941

204, Basic Pay: 73503

20B. Locality Adj: B433

20C. Adj. Basic Pay: 815241

200, Other Pay:

21. Pay Basis: PA

22. Hame and Location of Position’s Organization:
ASAMERA)

CIY PERE OPERATIONS CTR MGWT AGENCY
TRAINING MANAGEMENT DIISION

ABERDEEN PROVING GROUND MD 21005

e This section contains the "from" and "to" information.
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Panel 3

2R Army Aegional Tools - Microsoft Internet Explones

23, Veterans Preference: 2

24, Tenure: 1

25, Agency Use:

26. Veternas Preference for RIF: ¥

27, FEGLI: DO

Basic + Option &

28, Annuitant Indicator: 9

Mot Applicable

29, Pay Rate Determinant: O

J0. Retirement Plan: 1

CSRS

3. Service Comp, Date(leave): 5472

32. Work Schedule: F

FulkTirne

33. Part Time Hours Per Bi-Weekly Pay Period: |
N T
34, Position Occuplied: 1

35. FLSA Category: E

36. Appropriation Code:

4337000 AF

37. Bargaining Unit Status: 5388

38, Duty Station Code: 240015025

39. Duty Station:

ABERDEEM PROY GRND / HARFORD / MARYLAND

40. Agency Data:

1. Agency Data:

42. Agency Data:

43, Agency Data:

44, Agency Data:

45, Remarks:

d6. Employee Depariment or Agency:

Fld Operating Odes of Ofc of the Secrelary of Amy (ARSE)

47, Agency Code: ARSE

48, Personnel Office 1D: 1962

49, Approval Date: 1/10/03

50, Signature/Authentication and Title of Approving Official:
Donald P. Taylor

Designated Approving Official =

e This section contains employee and position data. Notice that there are no

notes or tracking information (you must view the RPA to see this data).
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Purpose

Connecting to
the OPF
Tracker

OPF Tracker (Personnelists Only)

OPF Tracker is a link to the OPF Tracker application, which is a tool, used by CPOC
and CPAC staff to keep track of the location of employee Official Personnel Folders
(OPFs).

The OPF Tracker function can be accessed directly from the ART tool kit.

e Select <OPF Tracker - Europe> from the main menu. This link will take you
directly to the OPF Tracker I, Direct Query Mode window (Figure below).

Direct Query Mode Window:

/3 OPF Tracker II - Microsoft Internet Explorer =] 9

File Edit “iew Favorites Tools Help

OPF Home Search for OPF  |OPFs Checked Out| Pick/Wait List Transfer OPFs Site Home &S

OPF Tracker I

OPF Tracker II is an Internet Based Utility designed to aid the OPF Filesroom and its
customers with the processes of locating, requesting, obtaining, and returning files in every
day operations.

If & problem occurs please contact the fileroom@cpocner. apg. army.mil and detail the
problem that you are experiencing.

<Click> on the Search for OPF button to query for an OPF.
<Enter> either employee’s SSN or Last Name (at least 3 letters of the name).
<Click> on Search for OPF.

/3 OPF Tracker II - Search for OPF - Microsoft Internet Explorer =]

File Edit Wiew Favorites Tools  Help

OPF Home Search for OPF | OPFs Checked Out Pick/Wait List Transfer OPFs Site Home =)

Enter OPF Search Criteria

@ By SSM {Format: 999-09-0990 gr 99993990%

S5M: I

By Name {Must supply at least 3 letters)

MName: |
' Starting with Last Name

© anywhere in Mame

Search far OFF
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Purpose

Organizational
Structure
Information

Organizational Structure

The purpose of the Organizational Structure tool in ART is to provide the user with
immediate, up-to-date information about the organization.

The user may access this tool by selecting <Organizational Structure> from the
ART Main Menu. Follow these steps to use the tool:

Step

Action

1

After accessing the Organizational Structure tool, click on <View
Information> (Figure 12-1).

Navigation: Main > Organization Structure

View Information

Figure 12-1.

Once you click on <View Information>, please be patient while the data
loads. Once the data has loaded, you can select from the following:
CPAC Location, Command Code, or Unit Identifier Code (UIC). Select
the appropriate field and proceed to step 3.

The available information is depicted as follows:

Total Organizations.
Organizations with Positions.
Organizations without Positions.
Organizations Pending.
Encumbered Positions.

e Vacant Positions.

There are two buttons at the bottom of the screen <View Organizational
Clear Text> and <View Positions>. These buttons provide a link to
position information and employee information.
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Purpose

IVRS Interface

Pay Data (Personnelists Only)

The purpose of the Pay Data ART tool is to provide personnelists with an easy to
use link for different types of Pay Data. The Pay Data tool provides the user with
information on IVRS Interface problems, Pay Data Rejects, Pay Data Reverse
Interface problems, and Pay Data Transaction W3L reports.

The user may access information on IVRS interface problems using this tool. Follow
these steps to access the required information:

Step Action

1 Log in to the ART tools; select <Pay Data> from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <IVRS Interface> (Figure 10-1).

Navigation: Main > Pay Data

IVRS Interface

Pay Data Rejects

Pay Daia Reverse Interface
Pay Data Transactions W3L

Figure 10-1. Types of Pay Data

After selecting IVRS Interface from the menu, you may select from the
following options (Figure 10-2). You may sort data based on the number
of days, by all, or by name. In addition, the data may be sorted by
“Errors Only” or by “Processed and Errors”. After making selections,
click on <View Details> for specific information.

Army Regional Tools Pay Data

SRA¥
Pay Data W ain Aenn

ART Main Meru
Back to Previous Page Logoff

VRS Interface

@ Last7Days  Last 14 Days O Last21Days O Last28Days O Al © By Mame

& Errors Only € Processed and Errors

“iew Details
Figure 10-2. Sort Selections — IVRS Interface.
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Step

Action

After clicking on View Details, you may select from the following

categories: Command, Division, by CF Branch, by CPAC, or by Date
Time Stamp (Figure 10-3).

Army Regional Tools Pay Data

SEAZ
Pay Diata Main Mef

ART Main Mes
Backto Previous Page Logoff

IWVRS Interface - Time Frame = Last 7 Days - Errors Cnly =

@Ry CMD O ByDivision OBy CF Branch © By CPAC € By Date Time Stamp

Command
(1) [nactive Record
AMC A others

Field Operating Offices Of The Sec Of The Army
Mo value

Total Actions Errors

UE Apmy Commurdcations -Flectrondes Command

US Aemy Corps Of Engineers

Bl e
e ple el el

U2 Army Medical Command

Figure 10-3. Sort Selections — IVRS Interface.

After making your selection by Command, Division, CF Branch, Date
Time Stamp, etc., click on the hyperlink in the left column. Figure 10-4
reflects IVRS Interface Problems by CPAC, total actions, and number of
errors. Figure 10-5 reflects actions by Date Time Stamp.

Army Regional Tools Pay Data

SlaAZ
Pay Data Main Menu

ART Main Menu
Backto Previous Page Logaff

IVRS Interface - Time Frame = Last 7 Days - Errors Only =

CByCMD € ByDivision By CF Branch | By CPAC € By Date Time Stamp

CPAC

(T) [nactive Record

ABERDEEN PROVING GROUND
ARL - ADELPHI
COEBALTIMORE

Figure 10-4. Sort Selections — CPAC

Total Actions Exrrors

— e e

e

Army Regional Tools Pay Data

SlaAZ
Pay Data Wlain Meti

ART Maity Meru
Back to Previous Page Logoff

VRS Interface - Time Frame = Last 7 Days - Errors Only =

CByCMD  CByDivision By CF Branch € By CPAC | & By Date Time Stamp

Date Time Stanp
2001.06-14
20010617
2001-06-13
2001.06-19
2001 08 21
2001.06-22
2001.06-24
2001-08-25
2001.-06-26

Total Actions Errors

Wil W =i ol —|—
[IC) Y PR ICS [ (TR Y- (U (i

TOTALS

Figure 10-5. Sort Selections — Time Date Stamp
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Pay Data
Rejects

Step

Action

5 Click on the category in the left-hand column to bring up information for
that particular category. Figure 10-6 reflects the sort categories you may
choose from, or if you choose to bypass the sort categories, click
<Submit>.

Howe weould wou like to sort the data: Sort by these fields:
Employee Name
PP-SERFGR
Organization
Date Time Stamp T |
- remowve |
Submit |
Figure 10-6. Sort Categories.
6 After making the final selections from the sort fields, you will see a

screen similar to Figure 10-7. The information pertaining to the
employee has been eliminated due to security restrictions. Therefore,
only the headings are reflected in Figure 10-7. By clicking on <Date Time
Stamp>, the user may view the error(s) and specific information for each
type of error.

IVES Interface - Command = AMC All others - Time Frame = Last 7 Days - Errors Only

Daie

PP-Seri- - Time
Employee Name or Organization Stamp

Figure 10-7.

Date
Reject Comment

The user may access information on Pay Data Rejects problems using this tool.
Follow these steps to access the required information:

Step Action
1 Log in to the ART tools; select <Pay Data> from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Rejects> (Figure 10-1,
page 52).
2 At the next screen, select from the available options (Figure 10-8). Click

on <View Details>.

Pay Data: Bejects In

@ Last 7 Days O Last 14 Days ' Last21 Days © Last 28 Days Al € By Name

“iew Dietails |

Figure 10-8.
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Step

Action
3 Select from the sort fields (Figure 10-9): Command, Division, CF Branch,
CPAC, Transaction Date, or Payroll Office ID. Figure 10-9 is sorted by
Command. Click on <View Details> at the bottom of the screen.
Pay Data: Bejects In - Time Frame = Last 7 Days
@By CMD O ByDmwision O By CF Branch By CPAC € By Transaction Date 7 By Payroll Office Id
By NOA
Command Total Actions
Field Operating Offices OFf The Sec Of The Axmy 4
Field Operation And Staff Support A gencies 3
Figure 10-9.
4

Select sort criteria (Figure 10-10), or you may bypass the sort function
by clicking on the <Submit> button.

How would wou like to sort the data: Sort by these fields:
Employee MName

FP-SERI-GR

Drganization

Mature of Action (MO

Payroll Office Id sarthy >

<= remove |

Subimit |

Figure 10-10.
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Step

Action

Once you click on the <Submit> button, you will be taken to the next
screen (Figure 10-11). Click on the <Employee Name> to receive
information as depicted in (Figure 10-12). There are many types of
information available from this screen: Salary, SCD, TSP, WIGI, NTE
dates, Benefits, Training, etc. By clicking on <NOA> (Figure 10-11),
you can view very explicit information pertaining to the pay data reject.
Due to personal security restrictions a representative screen is not
available.

Pay Data: Eejects In - Command = Field Operating Offices Of The Sec Of The Army - Time Frame = Last 7 Days

NOA

Payroll
NOAEffDate  |Organization

Office

Pay ‘

Enployee Name ‘PP-Ser‘i—Gr Period

Figure 10-11.

Enployee Information
Pay Plan: 33 RBeries: 0230
Grade: 07 Siep: 01
PayRD: & CPOID: FW

& Salary 0 3cD O TSP O WIS © NTE 0 Other CPCN's

' Retained € Benefits © Projected ' Other Training

Figure 10-12.

Pay Data The user may access information on Pay Data Reverse Interface problems using this
Reverse tool. Follow these steps to access the required information:

Interface

Step

Action

1

Log in to the ART tools; select <Pay Data > from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Reverse Interface>
(Figure 10-1, page 52).

At the next screen, select from the available options (Figure 10-13).
Click on <View Details>.

Pay Data: FEeverse Interface
@® Last 7 Days © Last 14 Days  Last 21 Days O Last 28 Days ©C All  © By IMame

@ Errors Only ' Processed and Errors

Wiew Details |
Figure 10-13.
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Step

Action

3 Select from the sort fields (Figure 10-14): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-14 is
sorted by Command. Click on <View Details> at the bottom of the
screen. Select sort criteria as identified in Figure 10-15.

Pay Data: Reverse Interface - Time Frame = Last 7 Days - Errors Only

@By CMD ¢ ByDivision By CFBranch € By CPAC CByPayDate CByTICId

Command Total Actions Errors

(T) Inactive Recard 245 245

Field Operating Offices Of The Sec Of The Army 3 5
Figure 10-14.

4 Select sort criteria (Figure 10-15), or you may bypass the sort function
by clicking on the <Submit> button.

How would wou like to sort the data: Sort by these fields:
Employes Mame
PP-SERI-GR.
Job Mumber
%rgjgzatlon R |
PAYROLL_ORG_CODE
REMARKS S |
Submit |

Figure 10-15.

5 Once you click on the <Submit> button, you will be taken to the next

screen (Figure 10-16). Click on the <Employee Name> to receive
information as depicted in (Figure 10-12, page 55) under Pay Data
Rejects. There are many types of information available from this screen:
Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking
on <Job Number> (Figure 10-16), you can view the position description.
By clicking on <TIC> you can view explicit information pertaining to the
pay data reverse interface error. Due to personal security restrictions a
representative screen is not available.

Reverse Pay Transactions - Command = Field Operating Offices Of The Sec Of The Army - Time Frame = Last 7 Days -

P-SERI- [Joh
|EmployeeName GR unher

Errors Only - Errors Only
Organization 'TIC |Pay Date|REIVIARKS

Figure 10-16.
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Pay Data The user may access information on Pay Data Transactions W3L problems using
Transactions this tool. Follow these steps to access the required information:
W3L

Step Action

1 Log in to the ART tools; select <Pay Data > from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Transaction W3L>
(Figure 10-1, page 52).

2 At the next screen, select from the available options (Figure 10-17).
Click on <View Details>.

Pay Data: Transactions - W3L

& Last 7 Days 1 Last 14 Days  © Last 21 Days  © Last 28 Days € Al € By Name

Wiew Details |

Figure 10-17

3 Select from the sort fields (Figure 10-18): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-18 is
sorted by Command. Click on <View Details> at the bottom of the
screen. Select sort criteria as identified in Figure 10-19.

Pay Data: Transactions - W3L - Command = AMC All others - Tune Frame = Last 7 Days

@By CMD  © ByDwision O By CF Branch € By CPAC (" By Transaction Date By Payroll Office Id
C By NOA

Command Total Actions
ANC Al others 17

TOTALS 17

wiew Details |

Figure 10-18.




Step

Action

Select sort criteria (Figure 10-19), or you may bypass the sort function
by clicking on the <Submit> button.

How would wou like to sortthe data: Sort by these fields:
Employee MName
FF-ZERI-GR

Job Mumber
Organization

TIC_ID
FaYROLL_ORG_CODE

REMAREKS < ramove |

sort by -

Subimit |

Figure 10-19.

At the next screen (Figure 10-20), click on the <Employee Name> to
receive information as depicted in (Figure 10-12) under Pay Data

Rejects. There are many types of information available from this screen:

Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking
on <NOA>, you can view explicit information pertaining to the pay data
transactions W3L error. Due to personal security restrictions a
representative screen is not available.

Pay Data: Transactions - W3L - Command = AW All others - Time Frame = Last 7 Days

- NOA Payroll Basic Trans
Employee Name l:;:'sm' NOA|Eff Date |Organization JE] |Office e ALT- ey [Date

uIc
Figure 10-20
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Purpose

Accessing
Phone and
Email List

Phone and Email List

The ART Phone and Email List tool provides a convenient way to find the phone
number(s) and/or email address of other ART users. The information on the phone
and email list comes from each user's preferences (see Initial Login (Account Editor,
page 11).

From the Art Main Menu, select Phone and Email List. You can then select from a
list of commands and operating offices (Figure 3-3) or select from one of the
following buttons at the top of the Phone and Email Listing screen.

Command.
User Type.
CPAC.
Name.

Phone and Email Listing

® By CMD © ByUser Type © By CPAC By Name

Commands Total
AMC Al others 26
Field Operating Offices Of The Jec Of The Army il
Field Operation And Staff Support & gencies 40
HO D& StaffField Operating A gencies 14
HO T3 Military Entratice Processing CMD 2

Figure 3-3. Phone and Email List.
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Purpose

Related Tools

RPA Tracker

The RPA Tracker provides an easy to use search mechanism for locating and
viewing specific RPAs (Requests for Personnel Action) initiated and processed using
DCPDS. You can also add notes to an RPA using this tool.

Although you can use the RPA Tracker to find and view any RPA to which you have
access, it is most efficiently used to look for and view one RPA, particularly if you
know the RPA number. Other ART tools may be more appropriate in other
circumstances. Several tools provide access to the same RPA viewer function:

Inbox Statistics Il (page 30-38), which provides timeliness information about the
processing of open RPAs, can be used to locate and view a specific (open) RPA.
Once you have selected a specific RPA, you have access to the same RPA
Viewer as is provided in the RPA Tracker tool (described below).

Review and Analysis (page 69-74), which provides timeliness information about
closed RPAs, can be used to locate and view a specific (closed) RPA. Once you
have selected a specific RPA, you have access to the same RPA Viewer as is
provided in the RPA Tracker tool (described below).

Employee Data (page 24-25), which provides personnel information about
specific employees, can also be used to locate and view RPA(s) for a specific
employee. Once you have selected a specific RPA, you have access to the
same RPA Viewer as is provided in the RPA Tracker tool (described below).
NPA Tracker (page 45-49) can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With this tool
you can view either the NPA or the RPA. The major difference between these
two is that the RPA record includes tracking information (who had the action, for
how long). In addition, the NPA Tracker retrieves records based on the
employee's name rather than the RPA number.

DCPDS, as the database of record for all employee and RPA data, can be used
to view both open and closed RPAs. Refer to the DCPDS Desk Guide, Civilian
Inbox chapter, for instructions for accessing RPAs via your DCPDS inbox.
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Locating an RPA

Accessing the Follow these steps to access the RPA Tracker and locate an RPA:

Tracker

Step

Action

1

From the ART Main Menu:

<Click> on RPA Tracker

Click one of the radio buttons to select whether you are looking for open,
completed (closed), canceled, future, or all RPAs. Then enter the RPA
number if available (if you are searching for a specific RPA by number
and are not sure of its status, click the "All" button).

If you don't know the number, you can use a partial number or you
can just enter the wildcard (%) in the RPA number box. However, if
you have access to a large number of RPAs, ART will not display
more than 1000 records so if your criteria will select more than that,
you will receive an error message (see Related Tools, above, for
other ways of viewing an RPA if you do not know the number).
<Click> on Begin Search to locate the RPA.

3 Army Regional Tools - JEANETTE_HEYER - Microsoft Internet Explorer

ART L1 «f BER R & A

Searchfor RPAsthatare: & Open  © Completed  © Canceled © Futre Al

Pipeline Status: @ MNot-Pipelined ¢ Pipelined

Enter RPA Number Search Text: ||
& Begins with  © Contains Ends with

Begin Search
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Step Action
3 Specify the sort criteria that you want to use on the next screen. This is
important if you expect to get a large list of RPAs and need to look for
one in particular. Once you've selected the sort fields, click the
<Submit> button.
e |If you don't care about the sort order (or if you are searching for one
RPA by its number -- in which case the sort is irrelevant), just click
the <Submit> button without entering any sort criteria.
Fields to sort the data by: Sort by these fields:
Fequest Number
Srnant Murmber
Date
tanagement Time
CPAC Time
CPOC Time
Fersonnel Time sort by >
Ewent Time —l
Action Requested
PP-Seri-Gr £ EMDYE |
Effective Date
MNarne
MO,
Current Inbox
Current Event
FResponded
Response
Submit |
Hit the submit button without choosing any fields to bypass the sort.
4 A list of matching RPAs will display (or just one if you are searching by

the RPA number):

T e e e g
ART S e BERE3AFH | 4 RPA Tracker
P4 Tracker Fulure RRAs f Beging with ! % (378 RPA= faund) B
[Sormed By Requeal Murber JEl

1] Mcc|p 5
A Smart Unique G P P | E| Acion | PPSeri. | Effective Curont Curresd = G
T Fum Mum MAO|R| Requested | G Date o f ks Event | K Fospeon:
E TCC|s a
20T HABDMATI 1625008 WED 57 [Salary_Chy '_“E" AL e v
OI0EC ML RO EEZFI B 11T 1B [Salary Chy 1 ?vn}”r' r
(90EC MALRDED 1652720 [T B [Salary_Chg i
M30EC MALRDLDO 1B52738 B0 1B [Salary_Chg st
[20EC [1ALADCI0 1es2ra B P17 B Sty oy - P [
ooe e DS T IENZE N UMD 4a [Separatinn Pt
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Step

Action

Once you locate the RPA that you want to view, click the blue "Smart
Num" link to display the basic data window about the RPA:

H Army Aegional Tools - Microsoft Intemet Explorer

RPA Number: 020EC4ALRDETOOIE127
Action Requested: SEPARATION
Pay Plan-Series-Grade: -
. - g - J i
Effective Date: 143103 12:00:00 Pty View RPA
Proposed Effective Date: /31103 i
Wiew Position Infarmation
NHame:
Mature of Action: 02
CPAC Code: AL
Command Code: B

Enter notes below:

=
|
Submi Mates
[ Date Responded: | By | Response:
] Dore [ 18 [ Intemet 7

If desired, you can enter a note pertaining to this RPA -- type the
note in the Enter notes below area, then click the <Submit Notes>
button. Any notes you enter will travel with the RPA and be
accessible to others who view or work on this RPA.

Click on the View RPA link to display the RPA Viewer (discussed in
the next section).
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The RPA Viewer

Viewing the
RPA

Panel 1

Once you have selected the RPA you want to view, it displays in the RPA Viewer.
This is the same viewer that is used when you display RPAs from other ART tools
(Inbox Statistics, Review and Analysis, Employee Data, etc. -- see Related Tools,
above). The RPA Viewer in ART displays the same data that is contained on the
actual RPA, which is found in DCPDS (including some additional information), but it
is not displayed as a "form" as it is in DCPDS. For convenience, the RPA is broken

into 4 panels (it is one long document when viewed in ART). Most of the data is self-

explanatory but a few notes have been added:
¢ Note the Gatekeeper Checklist link at the top of the RPA. If this link is active

(blue), you can view and/or modify the Gatekeeper Checklist for this action. See

Appendix A, B, and C, Gatekeeper Checklist Handbooks for instructions.
e The top part of the RPA contains information about the requesting office, the
type of action being requested, and the subject of the action.

e The Status Remarks section contains any event codes that have been entered

by the CPOC pertaining to this action (none are present in this example).

B AP Vi - Macioealt Inleinet gl

Close Window % Gatek geper Chacklist

1. Actions Fegquested: SEPARATION

2. Reguest Numbar: 02DEC4ALRDETOONET127 (Opsen)

3. For Additional Infarmation Call:

A. Proposed Effective Date: 173103 -
4. Actions Regquesied By

MANAGEMENT AMal YST
13202
. Acthons Authorized By:

TECHMICAL DIRECTOR

1. Mame [Last, First, Middlej: 2. Social Security Humbes: 1. Date ol Binh: 4. EMective Date:
1431403 1200000 P

an, Code: 502

58, Nature of Action: Reliremend-%oluntary  NTE:
5.C. Code: SOM

a0, Legal Awtharity: S U5 C 8136

A.E. Code:

5F. LegalAutharity:

i, Code:

6-B. Nawre of Action:  NTE:

60, Coide:

60, Legal Autharity: -

al lf
1] o = =
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Panel 2 This section contains the "from" and "to" information (similar to what is shown on
page 2 of the RPA in DCPDS). In this sample, there is no "to" information since the
action is a separation.

T APA Vimwer - W réeened [ aplorer

6.F, Logal fwthariny:
e e e e

T, Position Tille and Humber:
SECRETARY (04)

B, Pay Plan: 5

4, Oee Codaz 0318

., Gradelevel: 05

11. Ssep'Rate 10

12 Total Salanz 35112

124 Basic Py 31252

128, Locality fdj: 33650

12C. Ad]. Basic Pay: 35112

120, Diher Pay:

13, Pay Basis  PA

W, Hame and Lscaton of Posstion's Drganization;
HQ CECOM

RESEARCH, DEVELOPMENT, & ENGR [TR
SPACE & TERRESTRLAL COMMUNICATIONS
DISMOUNWTELVEENSOR RETWORKS (1G8G)
FT B0rra0UTH, rl 07706

T0: Position Title and Kumh e

1. Pay Plan:

17, Oce Code:

1. Grade/Lovel:
14, StepRate:

2. Total Salans
208, Basic Pay;
208, Localing ndj:
20C, Ad], Bagic Pay:
200, Oitver Pay: 0
1. Pay Baste

#2. Hame and Lecation of Position’s (rganization:

4l I.Liﬁ




Panel 3 This section contains employee and position data (similar to what is shown on page
3 of the RPA in DCPDS).

3. Waterans Fraference; |

24, Tenure: 1

20, Bipemcy Lies:

26. Weterans Preference for REF: N

21 FEGLE ED h
. Anmusitant Imdicator: 9

9. Pay Rate Determinant: &

0. Rediremanm Planc: |

. Senvice Comp, Date(leaval: 12574

32 Wark Schadule: F

13. Painl Time Howrs Per BiWeskly Pay Period:

O B e P e
3. Posifion Dccupied: 1

35, FLSA Categony: N

J6. Appropriation Code:

BIFHIHOEKE

37. Bargaining Umit S1atus: ARITSG

30. Dty Seation Code: 541065005

10, Dusty Statiom: FT RORRAOUTH / MORMOUTH  NEW JERSEY
40 Agency Daiac

41, Agenry Data:

42, Agency Data:

43, Agency Data:

44, Aoy Data:

45, Education Level: 13

46. ¥r Degree Anained Degree: 1571

47 Academic Discipline: 230101

40. Functional Oass: 00

49, Cleizenship: 1

Al Wednrans Stanse N

. Supendisary Stahes: o =l

@] Done I rj.:ihtl'rﬂ =




Panel 4

The Remarks section contains any remarks that have been added by the CPOC

(these are the remarks that are shown on the final NPA when the action is

processed).

The Current/Last Box and Coordinator sections show who currently has the
action or who has had the action in the past (respectively).

JIII Y Yiewes - Miciosoft Inbeened [aploees

nnqzht Phk Hame Ph]- Dare Ih-n!ul E‘“‘ |
HARTSINCOR - P 1;'.-1mz a3
."AEHC - INBORACGRD | FFIIAL [% 0. B&

|Empnu lalhax Nama Email Address P“mm Data St
WYZ- BLEPAASPCOOTICRG - | [ 1 |
HALCPAADICPS

#LREIDDMDHUJEMEH

EﬁLRDEWWG‘-
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Purpose

Related Tools

Review and Analysis

The Review and Analysis application provides users with various statistical reports
about their civilian workforce population as well as personnel action timeliness
reports.

The population statistics report shows such things as numbers of employees,
number of supervisors, minority/non-minority statistics, male/female statistics,
grade levels, career programs, education levels, etc. From this report, you can
drill down and examine individual employee and/or position records.

The timeliness reports cover various personnel actions -- fill actions, non-fill
actions, and classification actions -- showing amount of time in management, in
the CPAC, and in the CPOC. These reports are based on closed personnel
actions. From these reports, you can drill down to examine individual personnel
actions.

Inbox Statistics Il, page 30-38 provides timeliness information about the
processing of open RPAs. It can also be used to locate and view a specific
(open) RPA.

Employee data, page 24-25 provides personnel information about specific
employees. It can also be used to locate and view RPA(s) for a specific
employee.

RPA Tracker, page 61-68 provides access to RPAs for specific employees
(based on the RPA number).

NPA Tracker, page 45-49 can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With this tool
you can view either the NPA or the RPA.

Population Statistics

Purpose

The population statistics report in the Review and Analysis tool provides data about
the civilian workforce. Once displayed, you can view the report using any of the
following options:

CPAC location.

Career program.

Command.

Education group (e.g., high school graduates, some college, bachelor's degree,
etc.).

Functional class (applicable to scientific and engineering positions only).
Grade group (e.g., GS 1-4, 5-8, etc.).

PATCOB (professional, administrative, technical, clerical, other, blue collar).
Series (occupational series).

Supervisory group (first line supervisor, leader, manager, etc.).

UIC (unit identification code).
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Procedures

Follow these steps to view this report:

Step

Action

1

From the ART main menu, select Review and Analysis.

2

From the Review and Analysis menu, select AF Population Statistics.

43 Army Regional Tools - AGMAAASPCO21 - Micros

ART 11 4

Navigation: Main » Review and Analysis

AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Non-Fill Action Report

Menu ltem Descriptions

On the layout window, click on the <Proceed to Population Statistics>

button:

3 Army Regional Tools - AGMAAASPCD21 - Microsoft Inte

ART 1.1 o

Review and Analysis; AF Population Statistics

Please Select the Overall Layout:

AF Population Statistics || “iew Layout Details

Froceed to Fopulation Statistics
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Step

Action

When the report displays, it is sorted by CPAC location by default. You
can select from the various radio buttons at the top to view the data in
other ways (by career program, command, etc.). The columns of the
report otherwise remain the same (supv ratio, total population, etc.). The
illustration shows the data presented by education level:

o3 Ay Hurgpumnal Tomsle - ABRAAASFIIZT - Mucsoeal] Inbmrnd Fplame

ART 1.1 "‘F LE% & &%:Tiﬁ ﬂ Reﬂewand.nnalysls

Humerw and Analysis, AF Populalan Statistics, Layout = AF Fopulalon Stitmdes , Position Type = Am-w| —

Groupings

© CPAC Losation € Caror Pragram 0 Gammand | @ |Education Group ™ Functional Class  © Grade Group & PATCOR 0 Spres €
Supervisary Group T LI

| Tatal Population | linarity | Hon-Minuiity
Elfcatonsien | S od | Male | Female  Total | Male | Femala | Total | Mala = Female Total
01 - < HIGH SCHOOL 191 45 128 534 | W 1% % 72 EL
02 - HIGH SCHOOL OR EQURY 10:1 7409 5047 12536 975| 016 1791) 6514 4231] 10745
03 - COLLEGE « BACHELOR 15:1 3647 2889 B537 442 55| 102e 205 2304 5509
(4 - RACHELOR < MASTERS 8.1 A L 1073 621) 1584 5290 [
05 - MASTERS < DOCTORATE 411 3 Tar| 308 503| 137 B4D %6E8 EED EEr:]
1
1

06 - PROFESSIONAL 4 1% 43 1B 15 4 19} 10 H 149
07 - DOCTORATE 6 200| 79| 1078 160 ) 123} 740 G 0G|
94 . LINKNOWN GROUP 171 e 118 oo X el 521 143 ] &

=

TOTALS 101 2202 1619|3303 3274 2007 5453 18 S48zl A

*You can only view 1000 or less Employees

¢ You can further narrow down the report by clicking on one of the
links in the left-most column (in this case, Education Level), and
once that displays, selecting additional radio buttons (CPAC, career
program, command, etc.).

e If desired, you can view the data that comprise the report by clicking
the <View Details> button at the bottom of the report. Note that you
can only view records in groups of 1000 or less. This is true
throughout ART. It will not be a concern if you have access to less
than 1000 records, but if you have access to more than that, you
may run into this on occasion. To view details from a report with
more than 1000 records, you must first narrow down the number of
records by clicking on one of the links, then, if necessary, select a
different sort for the selected records (e.g., by CPAC, command,
grade group, etc.).

Here's a sample of the "Details" screen from Career Program 10 (Civ
Pers Admin):

2§ Avmp Regional Taols - AGMARASPLOZY - Micissell Dnbiimel Explise

ART 1.1 i BER R S AF W 9 Reviewand Analysis
Population Statistics; Layout = AF Populstion Statistics; Pasition Type = APFR =
Groupings. Career Pragram = CIVILLAN PERSONNEL ADMBMISTRATION
Sonied by Mame

| 53 02 12 5] 106693 ALEWAGYAANC 1974.03-18[C5RS 2006-0902 06 - MASTERS < DOCTORATEN:

G5 0Nz m 1] RA151  WGSENY1JA0LAF GB i 1 H0S-26 2 - HIGH SCHOOL OR EQUIV D«
53 oM om 04 AEHRANAONAAD 7 SRS Qi
G5 02 s 0o 7 BAWAMEAREE
1 L) 1) 0s Bl9d  AGHANWIONVARAXD

e

P T R P T = Tars aEE

From here you can click on the links in the "Name" column to display a
particular employee's record, or the "Job Number" column to view the
position record (similar to that seen when using Employee Data, page

24-25).
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Timeliness Reports

Purpose

The timeliness reports in the Review and Analysis tool provide information about the
timeliness of processing classification actions, fill (recruit) actions, and non-fill

actions. The procedure for generating each of these reports is similar, so we will use

fill (recruit) actions as an example.

Step Action
1 From the ART main menu, select Review and Analysis.
2 From the Review and Analysis menu, select Fill Time Reports (or
Classification Reports or Non-Fill Action Report):
’a Army Regional Tools - AGMAAASPCO21 - Micros
ART 11 4
Navigation: Main » Review and Analysis
AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Non-Fill Action Report
Menu ltem Descriptions
3 From the Fill Time Reports menu, select Last 4 Quarters (the only option

at this time):

a Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 N

Navigation: Main »Review and Analysis = Fill Time Reports

Last 4 Quarters

Menu ltem Descriptions

Next, click on the <Proceed to Fill Time Report> on the layout options

screen (this screen is not shown).
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Step

Action

When the report displays, it is sorted by CPAC location by default, and
shows the average length of time recruit/fill actions spent in
management, CPAC, and CPOC.

The classification report shows the same information for
classification actions, but also distinguishes between "routine" and
"non-routine” classification actions.

The non-fill report shows the same information for all types of
personnel actions other than recruit/fill, e.g., career promotion,
LWOP, awards, etc.).

You can select from the various radio buttons at the top to view the
data in other ways (by command, fiscal year, month, NOA (nature of
action), quarter, or UIC). You can also select one of the CPACs by
clicking on one of the blue links at the bottom of the graph.

itz - AGMAAASFIIET - Mu

ART 1.1 «f . TE @ A% T %l Reviewand Analysis

Humerw and Analysis, Fill Tine Hoports, Last 4 Guartors, Layont = Lt 4 Gl S0 T Beport | Action Type = FillRocnl Actions, Date Closed = 3 Quatons Hack thiou

|@lcPac € Command € Focal Year € Month € NOA O Quater € LIC

(i nss
1008
6135 7
Fill Tirne = 81,4 241
&3 0T 16,78
. oz
CPOC Time et
LIRS wer m3T 2504 p—
2708
ol
CHAC Tinea 661 = A
R i 5
| aind 1804 |
n s [ 3w
—_ mw | T o
gt Thmet e | sih ik ot (e 8 W 1241
Actions ~ ai S e T Y e e Tt R e e T
CPAC ABERDEEN PROVING GROUND  ARL . ADELPHI ARL - APG CARLISLE COE BALTIMORE COE BUFFALO COEDETROIT  COE MAD NEW ENGLAND COE NEW

Vi Al I *You can only view 1000 or less APA's
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Step

Action

If desired, you can view the data that comprise the report by clicking the
<View Details> button at the bottom of the report.

¢ Note that you can only view records in groups of 1000 or less. This
is true throughout ART. To view details from a report with more than
1000 records, you must first narrow down the number of records by
clicking on one of the links (e.g., one of the CPACs), then, if
necessary, select a different sort for the selected records (e.g., by
command, fiscal year, etc.).

¢ Once the detall listing is on the screen, you can view the actual
personnel actions (RPAs) that comprise the report by clicking on the
"Smart Number" link. This will display the same RPA Viewer window
as the RPA Tracker, page 61-68. You can also click on the links in
the "Name" column to display a particular employee's record (similar
to that seen when using Employee Data, page 24-25).

¢ You can resort the data using the <Resort Data> button at the
bottom of the detail table, or export the data to Excel for additional
analysis using the <View in Excel> button.

I fumy Heguonsl Tool - AGMARASPUITT - Miciossh bnlgmet Esploe

i T DB RS AW ) Roviewandanayis |

Rieviews anil Analysie, Fill Tene Reports, Lagl 4 Oustters, Leyout= Las! 4 Otrs A Time Sepodt. Colorized by : Action Type = FilRscnil Actens, Date Closed = 3 Ousi |
Groupings; CPAC = ARL . APG |
Sorted by Fegues Date, Smart Number, Requesl Saquence

0288 R CAR A 130 200205068

(P NCY TR 01 2000204 X
O2MAY D RS AR | G POL0E13  P20513 Ak
o2acT 0 147906 LA TRAMSFER | ] PO02.12-20 0021008 ey

oa0cT HACARAMOD 147310 _CAD TRAMSFER TN AL PO02.12-20 20021009 JACAL
Reson Dats Viewin Excel
APAT vy MR |Maw: By CPOC Ay Persannel

| U | Time Time  Time Time |

FilRecil | 5 | 28 59 7.9 A3H 1

CHhar 1] BA, M N& A

RPAToal | &

74



Purpose

Another
Source of
Suspense
Information

Accessing
Suspenses

Suspenses

Suspenses provides information for personnelists and managers about upcoming
personnel action suspenses such as expiring appointments, expiring temporary
promotions, within grade increases coming due, etc. It includes actions that are
system-generated (e.g., within grade increases) as well as actions that may require
initiating and submitting a Request for Personnel Action (e.g., extending a temporary
appointment). Information is for suspenses that are coming due within the next 30
days.

In addition to the ART Suspenses tool, the CSU Application has a Suspense report
that provides similar information. The primary difference is that the CSU Suspense
report allows you to indicate the timeframe of the suspenses to be displayed. For
information on how to run CSU reports, see the “Reports” section of the CSU
Application part of the DCPDS Desk Guide. When you are in the Reports section of
the CSU Application, select "Suspenses" from the list of available reports.

Follow these steps to access ART Suspense information:

Step Action
1 Log in to the ART tools; select <Suspenses> from the Main Menu.
2 On the "Layout" screen that displays, click on <Proceed to Helpdesk>.
3 If you are logged in as a Manager, you will probably not have many

suspenses and you can click on the <View Details> button at the bottom
of the "Groupings" window:

/3 Army Regional Tools - NE_GREG_WERT - Microsoft Internet Explorer

ART 1.1 - 2R B S
Suspenses; Layout = Suspense Tickets., Status = Open; Ticket Type = Suspenses
Groupings
& Branch  CPAC  Command " Divigian ° Ticket Emplayee

| i

Branch | Red | Amber Yellow

0 I n

YWiew Details

YWiew Colorization Chart

“iew Ticket Descriptions
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Step

Action

o Colorization of suspense tickets: Suspense tickets are colorized
based on the number of days until the suspense date arrives -- from
red, indicating that the date is very close (or has passed), to green
indicating that the date is further out. Hence the colorization is
intended to convey the "urgency" of the suspense (red needing
attention sooner than green).

e The <View Ticket Descriptions> button displays a list of the
different types of Helpdesk tickets in ART. Scroll down this window
to see the "Suspenses" section (toward the bottom of the list) which
lists the types of suspenses that are tracked (some have
descriptions, some do not).

e If you are logged in as a Personnelist, you may have many more
suspenses and may need to narrow the suspenses down to a
specific branch, CPAC, command, etc., using the radio buttons at
the top of the screen. ART will not display more than 1000
suspenses at a time.

The list of suspenses displays:

W £ty Aogional Took - ME_GHEL _WENT - Micrssoll lnberiel Enpluree -t

ART 1. «F BOReAZW. I Ty

Eusperes; Layouwt = Susponse Fokets | Sietus = Gpen; Thoket Type = Suspames
Graipings
Sqatd by Tichsl Sub Type, Tickst Age, Ticket Emplayas

Tickst Ticknt r"h"f' Suspense Drgamiation Ticknt Cwmner Lam

Rumbar A Type Date Code Employes Hespanse
e | OEET POOSMAY-18 EGSEWIMASAD {oE Cramind)
Figpiet Dt | Wigw is Excal
Summary Dala
e Tatal Aum Age
(2. Tickets in Days
CPOCHA 1 =13
Tetal Aoy g
Tickat Type Tickets in [reys

[ Lis i S 1 Iy

In this example, there is one pending suspense for a within grade
increase coming due in 8 days (indicated by the "ticket age").
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Step

Action

To view the actual suspense ticket, click the blue link in the Ticket
Number column:

“J Helpdesk - Microsoft Internet Explorer =100 =]

| ®

Close Window %
Ticket Numbaer : 228595

Prohlam: Suspenses

Sub Problem:  WIGI Due

Date Submitted: 454003 24002 A Employee Information
Status: DOPEMN Pasition Information
Creator: Auto Generaled View NPARPA Histor
(Onwner: Mot Chwned Ticket History
Control:

Assignment: SUSPENSEODN
Employee Hame:

Comments Made:
[#151 Due - 2003-May-18

Enter notes below:

=
. I -l LJ;}
2] Dare EEEY T ,z

e The Suspense ticket provides links to employee and position
information, NPA/RPA history, and any other tickets pertinent to the
employee.

e |t also provides a place for you to make notes. If you have a
question on a suspense, you can enter it in the Notes section, then
click on the <Submit Notes> button at the bottom of the window (not
visible in the illustration above). If there are other notes that have
been made, they will also be visible on the ticket.
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